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OFFICE OF THE SECRETARY OF STATE
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RECORDS MANAGEMENT DIVISION |

INSTRUCTIONS: See Publication No 78=RAM=1 for instruczions on cnmgtetmg this form. Ferward signed ariginal to
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. *  Department of Archives and Hnsfcry, Records Management Division, 380 Capitol Avenue, Atlantas, Georgla 30334, f
1 Attsntion: Scheduling Section.. . = *
: ;og AGENCY USE o 1. Agency Adduss J FOH RECORDS MANAGEMENT USE i
3; Agotication Date Georgla Ports Aufhorlfy T Aopimon Number }
= 8/28/79 Operations Administration Offlce ' - i
z.i PR r— Post Office Box 2406 eo 2-“ :

fy ~ Savannah, Georgla 31402 . Oate Recaived Qace %"“""“""’ b
‘! 83 T , . - QEP 281978  PAN 91 1880

: 2 Swrsan g Comzct Workmg Titll S Telephone Number w
i J. .. Rollison Director 964-1721, # 218

3. An equed

‘ i 3. 3 Estaonsn Retention Schedule; record wiil contlnue to accumuiats.
1 B C! Qisposs of prasant acwmulatioﬁ no further accumulation anticipated. -
3 ¢ - Amend Agplication &lw_mack Qne: O Change; O Supercede; O Vcnd :
- 4, D ates cf Seriss ' 5. Records Serias Title ffoﬂawed by Gde used in office; iY d:ffarent}
3 Sz Latest | | | i
i: 1978 | To Date Opera‘f fons Administrative Office Cus+omer Account Files ‘
3y

18 Cinsion and C#fies Function What is the function of the Divisian and the Of‘hca in which this record saries is cre.ted’ _ \

L? The Director of Operations assists the Executive Director in the managerial functions of the
) Georgia Ports Authority and Is responsible for the operations of the Savannah State Docks &
Warehouses - Garden City and Ocean Terminal, Savannah State Docks & Rallroad Company, Augusta
State Docks - Barge Terminal, Bainbridge State Docks - Barge Terminal & Brunswick State Docks
and Warehouses. He alsq handles the function of leases, including negotiating leases for all
divisions of the Port Authority and with commerclal and industrial concerns for use of space
provided by the Georgia Ports Au+hor|+y
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7. Record Series Description

Documents relating to:

'fThss fite contains the following documents (mc!uda form numbers and titles, if any):
Attach sampies of the file. '

Business transactions between Georgia Ports Authority and customers,

container lines, shipping companies, forwarders, brokers and agents. i

inciuced ara: CorreSpdndence. Record Series # 5000. ' 1

File is arranged: _ Ai'phabeﬂ-éai by by' account name.

Monthiy Reference Rate " How oftan are records referred to which are:

One to six months old 2311V _ . Seven to tweive months old Weexly
twenty-five months and older__monthly ? :

9. Annuat Rate of Accumulation of Rerords
Lattar-side drawers ; Legal=ize drawers

: Thirteen to twenty-four months old _monthly .

70 g : Sheives

; Other (specify)
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lf not, where 8 it?

»
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% Ooes the serias ecnuin conﬂdential information requiring sacurity handlmg? lf yes, cite law or raguiation. -,

e is this a vital record? _

d. Does this series have hnstdnal or long term research value? Lonq +erm for future reference

8. When one or two documents in the file make it nacessary to keeg the entire fils for 3 ¥ong period, could these

X documents be scheduled separatelv? I
X £ s mWWmMMMmL "

asaedd mamwL LT L

XL LIf veflactach cogv,

g. |s the information contained in this serias ever analvznd and/or recnrded in '3 wmmar:zed report?

h. ls there a duplication of this series in your office, or in anothcr cfﬂce or agency?
- 1f ves, whers?

X i, 1s mum&nmmm.af.&mmlaﬂmmmmd’

X i . Does the record series resuit jn 8 computer crintout?

TR

Retention Requiremaents T following requires the series to  be kept:

a. State Law — _years. d. Audit period
b, Saatute of limitation - e b _yesrs. . . e Administrative need
=, Saceral law L years. $. Federal retention instructions

Attach copy or excerpt of laws or reguitations. Explain sdministrative need. T
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.years,

_vears,

years.

Agoroved Di_sﬁéﬁﬁon Ih&qqﬁpns " This agencv ncommends :hat the fuie senes 5 be cut cm at tmr end of sach:

D Calendar Yur, EE! Ftscal Year; EI Other ; SR
lg- P - . - P

beoooo
f&' Haold in the current files area
R Transfer to local holding area, hoid
0 Transtar to State Records Canter; hold
&3 Deswroy.

O Transfer to Su}a Archives for permanent retention,
Q Other (Scecify)

year(s) ‘then ] R
year(s); then :

- » . . - _——

Thess instructions apply to ail prior and futurs sccumulations of the series.

mnnth(si vear(s); theﬂ S S

{ Agency Head/Designee (Signaturs) Date Records Managemant Officar (Sionature)

Date
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Recommendations in para- ~
graph 12 are aogroved. State Auditor/Qesignea

(1f dissporoved, attach letter '
of explanation.) Secratary ‘of\State/Designee
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Stats Records

l'ma (Signature)

Qate

[~24-8D
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Attorney General/Designee




